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Section 19.3  Bereavement Leave 
 
  In the event of a death in the immediate family of an employee, the employee shall, upon 
request, be granted such time off with pay as is necessary to make arrangements for the 
funeral and attend same, not to exceed three regularly scheduled working days.  This provision 
shall not apply if the death occurs while the employee is on leave of any kind other than 
vacation or compensatory time off.  Only in the event that the funeral takes place at a location 
more than 150 miles away from the City of San Bruno, reasonable time off for travel will be 
allowed, not to exceed one regularly scheduled working day for travel in each direction. 
  
  For the purposes of this provision, the immediate family shall be restricted to father, mother, 
brother, sister, spouse, domestic partner, child, mother-in-law, mother of domestic partner, 
father-in-law, father of domestic partner, grandparent, grandchild, stepchild, child of domestic 
partner, foster child, and stepparent.  At the request of the City, the employee shall furnish a 
death certificate and proof of relationship. 
 
  Bereavement leave applies only in instances in which the employee attends the funeral, or is 
required to make funeral arrangements, but is not applicable for any other purpose, such as 
settling the estate of the deceased. 
 

In addition, an employee may use sick leave, subject to the same limitations as 
Bereavement Leave, upon the death of an aunt, uncle, nephew, niece, great-grandchild, great-
grandparent, or other person with the approval of the department head. 
 
Section 19.4  Leave of Absence 
 
  (a)  The City Manager may grant a regular employee a leave of absence without pay or 
benefits not to exceed one year.  A request for such leave shall be in writing and shall be 
approved or denied by the City Manager in writing. 
 
  (b)  The City Manager may terminate such leave of absence prior to the scheduled expiration 
of the leave upon notice to return to duty if the City Manager determines that the circumstances 
justifying the leave do not exist or if the needs of the City justify termination of the leave. 
 
  (c)  A denial of a request for leave of absence, or a premature termination of such leave, may 
be appealed to the City Council. 
 
  (d)  Upon expiration of a regularly approved leave, or within a reasonable period of time after 
notice to return to duty, the employee shall be reinstated in the position held at the time leave 
was granted.  Failure on the part of an employee on leave to report promptly at its expiration, 
or within a reasonable time after notice to return to duty, shall be cause for discharge. 
 
Section 19.5  Jury Duty Leave; Leave for Court Appearances 
 
  (a)  Any employee who is called and required to serve as a trial juror shall be entitled to leave 
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with pay during the period of such service or while necessarily being present in court as a 
result of such call.  Under such circumstances, the employee shall be paid the difference 
between the employee’s full salary and any payment received, except travel pay, for such duty. 
 
  (b) When, in the opinion of the department head, an employee's absence from duty would 
pose an undue burden or hardship upon the efficient operation of the department, the 
department head may request relief from the appropriate agency for the employee serving as 
a juror. 
 
  (c)  An employee who has been subpoenaed as a witness in an official City capacity shall be 
paid the employee’s regular salary, less any witness fee received. 
 
  (d)  An employee who has been subpoenaed as a witness in a private capacity shall not be 
eligible for jury or court leave for this purpose.  Such an employee may use other forms of 
leave, including vacation, personal leave bank or compensatory time. 
 
Section 19.6  Military Leave 
 
  (a)  Except as provided in subsection (b), military leave shall be granted in accordance with 
the provisions of state law.  All employees entitled to military leave shall give the appointing 
power an opportunity within the limits of military regulations to determine when such leave shall 
be taken.   
 
  (b)  No employee who is entitled to a temporary military leave of absence pursuant to the 
Military and Veterans Code shall be entitled to salary or compensation from the City for the 
period of such leave.  Any employee who is going to take such leave shall, not less than seven 
days prior to the date of commencement of the leave, report to the Director of Finance in 
writing the employee’s name, department, name and location of military unit, dates when 
military leave will be taken, and place where such employee will be stationed during such 
leave.  The employee shall also report the estimated amount of salary or compensation the 
employee expects to receive for such military duties.  Upon return from temporary military 
leave, the employee shall either (1) assign to the City the military paycheck, in which case the 
employee’s next City paycheck would be in the amount to which the employee would have 
been entitled without deduction on account of military leave; or (2) present to the City a pay 
voucher signed by the appropriate military authorities indicating the amount of salary or 
compensation received for such temporary military leave in which case the employee's next 
City paycheck shall reflect a deduction from the amount to which the employee would have 
otherwise been entitled in the amount of the military salary or compensation for the temporary 
leave. 
 
  (c)  Subsection (b) shall only apply to persons hired after the effective date of this 
Memorandum of Understanding, July l, l983. 
 
Section 19.7 Personal Leave Bank 
 

Each employee of this bargaining unit shall have a Personal Leave Bank.  The bank shall 


